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1. Seppe of the Survey:

a. The officisl distributians of five selected personnel forms in CTA
and the Uspartmenti of State are dompsred sand tatulated. Adaitional vnofficial
copies in selected DD/T anc ID/P components are also tabulated.

b. The following ftate Department persommel files and functionr are des-
cribeds the official persomnel file, cemvenience persormel files, overseas
personmel files, snd the prepareiion and use of efficienay reports. ‘he career
boards of the Foreipgn Sarvies are nlso descrided.

6. The locstion of CIA persommel files prior to the establishmunt of &
central persomnsl office is desc#ided and relsted to the guestion of the fessi-
bility of decentraliming the official personnel file to the third echelon
(Qngn I}r}/P aresa di‘ilﬁ.@m).

2. s¢ of Five Personnel Forss in D/I, TD/P and the
Re
Request for Fersonnel iction
dotice of Persomel iction
b. C on of GIA and [gpartment of Btate keguiraments: Le: Tab 4
for details.
(D F moptt In both orgsnisstions, ceples go

: 2, ;w 0ffice, and the emplayees the operating
components also fregquently cbtain a copy. In CIA a copy is also used for
posting qualificstions to the IFM qualifications roster.

(2) Fitpesp Heport: e & tate l'epsrtment places one copy in the
official T1le and holds onw at the post wnill the amployee leavee; it is
then destroyed. CIA coplem go to the offieisl file, the Career Mannge-
ment Officer and Aesespment snd ivalustion, OTR. The ALE copy is used o
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evalustes the form and will predbadbly be eliminated whem the form is ad-
Sudged satisfectory. Unlike the !:tate Department, CI: operating cor-
ponents permanently retain gopies of the form.

(3) Profile: Both CT2 spd the epertment of “tate have profils

forme, designed this year, which are prepared in the C{fige of Persemnel
snd placed in the official file. otk alsc have procedures for k:eplng
them up to dats, The philesophy of their use is quite different, however.
In the Etate lUeparteent, Celettion Boards are convenad ammually to evaluste
and rets the performente of Fereign ! ervise Officers and ars spesifically
instructed 4o examine the ful) official files. The Personnel Uffiee has
thus felt sonstrainsd from plicing a profile in the officlal file. Plaee
_mémt, on the other hand, is ménaged primarily Yty personncl plecement
officors; thqy meke plecement decisfors at panel meetings of plavument
officers snd present their depisions te operating chiefs. GSuch deeisions
are tempered Yy the cperatisg cirief, of cowrse, but the major work has
besn done by the plscemont officers. The profile has beey developed for
thesu placement officers and it hses not besn decided whether the form
should remein in the officisl file when it is used by the Selection Boards.

The CIi profile has been planued for major use ly the career
boards in the funetions of seleotion, placement and promotion. It is
frequently used im llev of the officlisl folder spd this is encouragsd by
the new procedure of the Offire of Perponnel to prepars, upon request,
photostat copiss of profiles for sercer board use.

(&) | | > pesorn et In both organizations, coples go
to the p ot offieer, of el l¢ and one or wore are retained Yy,
or penmt to, affected opersting comporwnts. In CT2, two copies aiso go
to the Security Office. In the State lepartment, vhen ihe form is used
for Pordgn Service employees it 1z aleo 8 request for trevel orders and
copies are sent to the Audit ! cotion, “revel Control fection end the

Trensportation Cffice.

() 8.0 enonnel ictiont (1A uses eight copies. If the mum-
ber wvere redused, the same offices would still require potification which
would meen multiple-routing of some coplex and would delay their receipt
Yy some offices. This ir not desirsble; motification should be £s prompt
as possible. The opsrating domponents surveyed are not obtaining extre
voples of this form.

g -

+

. The Stete Lepartmont uses nino copies for civil gervice amployees;
one is sent %o the Civil Eavdiee Commission and the other eight isre dis-
triduted in the ssme masner a= the CIA copies. For foreign service em~
ployees, the number of copies varies someswhat sscording to the fype of
astion; 2 totsl of eighteen ulfices receive retention coples and five mere
offices receive, post and rowic @ copy to ancther reeipient.

There are two objectives in conmtroelling
g
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possible and twe, all umnecessary duplicstionm should be alimineted. ‘hen the
i tate Department is able to oreate thrse additional copiles of the hequast for
Fersonnel iction and use it in lieu of & separste request for travsl orders,

this is econowy.

1 believe, however, that all, or nearly all, the CIi operating com-
ponents could eliminate their coples of thase forms 11 the official filec were
maintained at the third echalon l4vel. Vr. I consurs with sy opinion
(Tak VI). This subjest is trested more fully in ssction 5.

¢ 1¥ in the Hepnmegement lurvioes
euploy ve, there 1s an aominis~

‘cr

trative telﬁar mtaiaim paz@z% estantial to personsel aduinistration
and 8 performsnce foldar

contsining papers used to ovaluste an explayee's

g axlst in oporating components but 1 & informed
net hold materisl which belongs in the offi-

(3} Oveppops filc: of circer employess are similsr to headqartars
conveniente £1ile; z.wh ovafsoss file of & caresr wployee is deatrgyec
whent e leaves the post. Pagsonrel suthority for oversces employnent of
alisns is fully delegated and full ;sﬂrsanmsl files for sliens sro main-
tained at the overseas pacu;

(L) tecurity Files are mm-ﬂ in the :tate Department Uffica of
There 1s & notios in the parsomsel file room that add: tional
informetion miy be availsble in the sasocurity f£ils, bui cireer beirds

not gee the filem. ‘them 4t i,s sonsidared advisable Yy the Security 'gm,,
a note 1s placad 1o the persgancl pizformmsce folder that there s.s infor-
mation in the Seourlty Offive corcerning au individuel. Upom recuest, &
sscurily offfcer will appear bufore & caresr bosrd to answer questions,

st his discretion, mming sh emplayee.

If sn emplayoo is udder seowrity investigetion, & career board
will not kmow 1t. If the Sequrity (ffigu detarmines that an emplqyes
should not be promoted wntil bhis ifnvestigetion is completed, the Director
of Fareonnel 1s motified and he rasovas the emplayes’s nams i it appears
on & st for promotion. If the empliree is lster elesred, his name is
Mcnﬁ and spacial sction ¢an be taken o give him his promsotion.

3
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(5) Hsdiesld sre in the Medical Offies. All thet appears in
the o persormel fila is 2 report of his latest wadiesl examinetion:

clearsd, limited or restrictod. A vedicel officur will appear tefore s
saresr bosrd Lo eladorats on restrictions 4o service csused by 111 health.
He will not name the clseasz or illmcss.

: 4le of foreign service appM.eonte is maintained
W Td of Imaminere (Zab IV). Fhen an spplicent is employed, hie
vesord is placed in the official personnel file.

coess Lo Pergonpel Files ie limited to those whosc nomer appeer on
s printed 1ist in e fils room. This list imeludes the Chief, Perscinel
Svaluation Brangh, all plscement officers snd top sdsinistretive snd wxecutive
pevecansl, f-ecretaries of suthorised persons may obttain files in the nsmes
of their chiefs.

it fielancy Reportms Different sfficlengy report forms are used for
three groups employees (Tab Y11)s

(1) Form DE-886 (Tab IIl, hnnex 4) is uped for civil service e~
playees in conformity with the rules of the Civil fervice Commisaion which
are detalled in thres fiate Dopartmont instructions (Tab IIX, Anmexse b,

C snd I), The form is designed for ratings of satisfuctory, wmsatiefactory
or outstending snd the latter bw require supplemertary statensits of
justification. Heports are snpusl, with sdditiensl reports, if necessary,
te sover all periods of service. The employee reseives a copy und signe
the form to sckmowledge he bap discyssed it with his supervisor and a
sesond time to scknowledge recelpt of the rating. Mo may appesl his
rating o a reviev comitbes.

(2) Form F5-315 (Tab 11I, Annex G) is used for Foreign Derviee “fIi-
cers and Reserve Officers apd the higher-salsried Foreign bervice Jtaff
Offieers. 1%t is prepared sbder the suthority of the Forelgn fervice Act
of 194E. It is » comprehespive docwsent of primary importance in the
rating of the officers snd thase ratings affect thelr promotions, assign-
nments and dismissal. An offiocer in Washington mey see all of his efficiency
report. This is a recent developmunt caused by the recommendation of a

sionel compittee; formerly, the officers could not see their re-
ports (Ted II1, p. 4). A reting officer may show the report to the officor
being rated but "...dt s ppt the poliay of the Department...” (Tab ITI,
Annex E, p. 5, section 11,17). Reports are annusl, with additional opes,
1f necessary, to cover all periods of servise. The reports are reviowed
in the Office of Fergsomnel For completeness and cursory reports are re-
turned.

{3) Yorm P2-2055 (Tad YII, innex H) is used for the lower-salaried
Syaff Officers. [t substitaites s chesk-list for thirteen performance
facters in lieu of the norretive repert yegeired for Form FE-315. Tte
perifodicity and accessibility arethe same as for Form Fi-315.

.“-
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(f s doteils in Tab 1%.)

(1) T™he Board of the Forsign “crviece is a personnel policy hHoard
and mainteins no persennel files.

{2) T™e Esard of .xaminers of the Poreign Service manages the axami-
nation of spplicants for the foroign service. It keeps pre-employment
personnel records which are transferred to the official £ile when an
applicant is employed.

(3) The Fereiga Survies (nstitute is comperabls to the CIL Uffice
of Training. Training records are melntained and treinco-cvaluntions are
prepered and sent to the official persomnel file.

| (L) Foredgn “erviom Cfficer “clestion Boards are establishe: zach

| yoar for esch FiO gloss. Tasy use the official personnzl perfornance
folders and meet full time t¢ ovalusts and rate each officer, Last year
the boards took eleven wesks to do the tesk. ULpecific resommend tions
are made for promotion, for tranafer, and for elimination of unsatis-
fantory officers,

(8) Staff Corps lisview fanels perform, for the Staff Corps, the same
functions thst the felection Fomrds perform for the Ufficers.

0_ihs .stablishpent of @ Central Fexsgnpel

PX1A% 4, Discussions were hald with Fesyre. I | A%

B of the Cffice of Persomnel {Tab V) ard “r. I, Office of the 25X1A9a
Leputy Dirsctor for “upport {Tab 1I).

25X1A%9a b. Both discussions caonfirm thet the DI/F opcrsting componenta nave 25X1A93
never relinguished their 1 files and ’ffir.h rapart of the in-
effectivoness of Col, 's ordar that they do so ipdlcstes that they never
will.
5. ithe G :

25X1A 8. Althomgh the Persounel Office has outlawed convenienge personnel
files in Eegulation I the F:rsonnel ixeoutive Gfficer and the Assistant
Director for Plmming have stated that thelr primsry concerm is thet the offi-
eial file be complete, and only sreondsrily are they concerned with dupli-
aate filee snd records,

b. There are several argumerts for loeating the official file at the
third echelons

{1) The IL/P eres division has svelved as the focal point of field
and headguarters operstions penagement. Necessary personnel data should
be resadily avalleble zt thls polnt.

-
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(2) The DD/F third echulon chiefs have the authority (snd the poser)
to eliminate lower echelom convenioncs files. T believe they will do so
becsuse the lower echelons nmre comtipwous to the chiefs' offices and can
m the third echrvlon file (which will be complete) almost as eapily as

ir own.

(3) The file at the third echelpm will also be clogser to cipesr bosrds.

(h) With the official File in the possession of the third cchelorn,
it will hold more and thus “e more ugeful. Katerisl with operstionsl im-
plicstions can stay in the £ile until ab enployee leaves the di vision.
At that time, the flle ¢sn be sterilised. ¥r. I does not relicve 25X1A9a
such sterilisstion will impee oy spprecisble work burden,

(5) This sterilisation will be under the contrel of the third
eshelon chief, which will properly unite the authorily and the respongi~
Yility for security of operstional dete.

(6) The chief of sn op.rating compoment would have more rspld uccess
%o the personnel fllec of sn individupl in snother operating coxponent Le-
cause he gould go directly %o the chisf of the coxponent congerned without
going through the Uffice of Parsonnbl.

(7) The detailed use of the filc will be subject to the eontrol of

the oporsting chief-- the first person the fil: sheuld be desipned to
[ELTVE.

¢. The following questions must De enswered defore am orderly decec-

tralisation of the officisl file should be undortaken. Fy own comments on
these questions arec contained in Tab VII,

(1) Should all papers in the official file be decentralizeds

(2) Is the decentralisstlon of the officisl file a seperable phase
or must other functions be tsgentralised simultencously?

(3) How csn we assure that all essential persomnel papers are main-
tained 1if the flle is deosnitralised?

(L) Should all third echelons meintedn officisl psrsemncl flles”
(5) Would it be better to put tie offieial file in career bosrds?
(6} “hould the desgentrelisation be taken in several stups?

fg 7) ¥11l the maintensure of ducentralized filss require a larger
staff”
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SUBJECTI Survey of “ersommel Records, Phesc I1.

ATTACE: N2 ,

Tsb I = Locetion of 411 Copies of slected i'ersonnel Porms in IL/Y, 1 /P
snd the Department of Fdate, 1956,

Tab II ~ Persomnel Files in the Lgpartment of Stats

Tab III -~ :fficiency Reports in the Dspartment ef ftate

Tab IV = Carear Boards in the Dapsrtmunt of State )

Tab V = A “hort History of igenay “ersonnal Opersilons and Hecords
Haintensnos

Tab VI - Pexsonnel Hesards im OFC

Tab ¥II = Cuestions %o bo Consldorsd Before Decentralizing the Officirl

Personnel File
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